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[bookmark: _Toc35282004]Introduction
To boost up the academic performance and the career a student and an employee need to develop some skills. The report aims to identify and analyze the skills that I have developed and improved with the help of the feedback received from my course teacher. To complete the reflection I have used the reflective model of David Kolb. In the first part of the report, I discussed the communication skill and the tools I have used to develop that particular skill. Later I mentioned the leadership skill which is mandatory in every sector of business. Later, the necessity and the ways I developed the skill is discussed. Finally, I discussed the CV writing skill which is required to apply for a job.



[bookmark: _Toc35282005]Academic and Employability Skills
Soft skills carry the same importance as academic results. To improve the academic performance and to boost up the performance in career every student needs to develop and improve skills from their early education life(Leach, 2012). Both technical and cognitive skills are important for students and employees. Job candidates are judged based on the skills they have. It takes consistent learning for a long time to develop and improve skills. In this report, I will discuss and analyze the skills I have developed and improved with the help of the feedback I received from my teacher. Along with the skills I will also mention the tools I have used to develop the skills. 
To acquire the skills I have followed the experimental learning process which is proposed by David Kolb. As per this model, we learn new skills in a four-step process- concrete experience, reflective observation, abstract conceptualization, and active experimentation(Hall, 2019). In the first stage, we face an unusual event or simply a problem and we realize that we need to learn something new to solve the problem. To solve it we need to observe it and need to find out the underlying reason by reflecting the event(Tha and Khin, 2015). In the conceptualization stage, we find out some probable solution to the problem. Finally, we apply the solution in the experimentation stage and learn a new skill if it works perfectly. Here are some skills that I have developed through this process. 
Communication Skill: Communication is the process through which we create, design, and deliver our message to the target audience(Iheanacho, 2016). Usually, there are two parties involved in a communication process; one is the sender and the other one is the receiver. A person needs to play both of the roles when communicatingwith others in daily life. As a sender of the message, I try to deliver clearly so that the receiver can easily understand that. When I am the receiver I try to listen carefully to understand the message- class lectures, talking with the fellow members. Here are different types of communication skills that I am developed and improving throughout the course. 
i. Verbal Communication:Verbal communication refers to delivering the message by speaking a language. It is the most common type of communication often we use during one to one conversation, presentation, and video conference(Littlemore, 2013). The problem I had in verbal communication is the use of filler words which sometimes distracts the listener from the message. I have been trying to overcome that issue. Another trick I use in verbal communication is the use of confidence and appropriate use of tone. When I talk to my teachers I use a softer tone and in case of my friends, I use a casual tone. 
ii. Written Communication: In a written communication we write or type our message using symbols to convey the message to the receiver(Suzuki, 2011). To improve my written communication I spend some time thinking about what I am going to write. Sometimes I prepare a draft before the final writing in case of applications, CVs etc. besides, I try to make the message as simple as I can. Because in the written form of communication sometimes it is not easy for the receiver to understand the mode of my writing. Using an appropriate tone is also important for written communication. 
iii. Non-Verbal Communication: Non-verbal communication is as much important as verbal communication. It supports verbal communication. Body language, gesture, posture, facial expression, movement of hands are the ways of non-verbal communication(Key, 2011). To make the message more clear to the audience I use non-verbal communication. For instance, when we smile while talking it indicates that we are pleased to listen to the message. 
iv. Visual Communication: Sometimes we use art, shapes, graph and chart, drawing to communicate present information to others. These are the visual way of communication. I use info graphs instead of a formal CV in social and academic clubs in the university.  
So, these are the most common ways of communication. By using these ways I can communicate clearly. 


Leadership Skill: Today's multinational organization corporations seek employees with leadership capability. In every sector of business, employees need to lead others to achieve organizational goals(Lussier and Achua, 2012). Thus, leadership skill is a must for an employee to boost up his/her career. So, I am trying to build up my leadership skills from the beginning of my graduation. To develop my leadership skills this module helped me a lot. I lead my group which is formed to accomplish the tasks of this course. I can take an accurate decision but it used to take more time than the average to take the decision and now I am trying to overcome this problem. I try to think in a constructive way to make a decision quicker. Here are some other tools I am using to improve my leadership skill.
As a leader, I need to solve problems and as I am slow in solving a problem, I am focusing on the problem-solving skills. To solve a problem easily I follow the Gibbs Cycle(Ebenhöh and Spelberg, 2018). Here, in the beginning, I describe and identify the underlying reason for the problem. Then, I try to develop alternatives to solve the problems. In the next stage, I analyze and evaluate different alternatives. And finally, I choose one among the alternatives to taking action. 
Another technique I use to improve my leadership skill is relationship building skills. Leaders need to build and continue a strong relationship among the team members. In the feedback, my teacher suggested me to make good coordination among the team members and I am trying to do so. Besides, I define the role and responsibility of my team members so that they can know what they need to do. 


Presentation skill: In academic and job sector students and employees need to present their ideas regularly. To make the ideas clear to the audience a student needs to develop presentation skills. A good presentation skill can boost u the academic performance of a student and the career of an employee(Bradbury, 2010). Throughout the course, I have been improving my presentation skill with the help of the feedback received from my course teacher. To improve my presentation skill I use some tools and techniques which are mentioned here. 
i. Structuring: To present in the class I structure the whole presentation into three parts- the opening, discussion, and conclusion. This structure helps me to complete the presentation easily. At the same time, the audience can clearly understand the discussion. In the beginning, I outline the whole presentation that I am going to present. Usually, I start with a quote or a question to involve the audiences in the presentation. In the discussion section, I present the main ideas of my presentation one by one. And finally, I conclude my presentation with a summary so that teacher and audience can know the whole idea at a glance. Following this structure makes my presentation flawless and easy to present. 
ii. Practice: I am not professional in presentation, as a result, I am more prone to make mistakes. So, I practice the presentation again and again. People can practice the presentation before the fellow members and family members. Talking before the mirror and wall is also helpful to overcome the mistakes. Another tool is to record the presentation in a videotape and finding the mistakes from the record. To be noted here, practicing the presentation does not men memorizing it. Memorizing may create problem during the presentation and it will look very pale and robotic.  Along with these time management is also important in a presentation. Rehearsing previously makes it easier to manage time wisely.
iii. Preparing and Checking the Equipment: Usually, I present using PowerPoint slides in the projector of the classroom. In my first presentation, I was having problem to operate the computer and sound system of the class though everything was set to be the authority. So, it is wise to check the system to know if there are any technical glitches in the slides and to be familiar with the systems of the classroom. 
So, these are how I improved my presentation skill. Others can develop their skill as per their requirement. 


CV Writing:In a job, recruitment CV represents the candidates as they cannot be present before the recruiters initially. So, to create a good impression and to stand out of the crowd a standard and informative CV is a must(Hime, 2013). There are several ways to write a formal CV. To write a standard CV a candidate needsto know and follow the steps and formula. Throughput the course I have learned a lot to which helped me write a standard CV. Now I am confident enough to apply in big corporations as I know my CV is standard and I will get a call to join an interview. In the CV we need to mention about what academic results we secured at the same what achievements we have achieved throughout my life. Here, academic results and achievements from extracurricular activities need me to be emphasized equally because it is the practical experience that makes the CV different from the other candidates(Peate, 2013). To be noted here, we must be aware of mentioning the objectives as per the requirement of the job. For instance, when I am applying for a senior executive role of a company mentioning the achievement of my soccer club does not add any value to my CV. In this case, mentioning about the wining a case completion or a job experience adds value to my CV.
In my updated CV I have included the following information. First of all my personal information including my mail and contact info. Then my career objective which indicates where I want to go in future. After that, career summary can be added but I cannot include it in my CV as I have no work experience. Later, I mention my educational qualification is a descending order and sort by date of the result publication. After that, I mention my skills and achievements. I mention the date of the achievements respectively. Here, I include the achievements as per the type of job I am applying for. For the fresh graduals, it is recommended to mention the hobbies and interests as it reflects the personality of the candidate. Finally, I mention two references to make the CV stronger. Usually, I include the contact info of my teachers in the reference section who know me well. If the candidate has already worked in an organization he/she can mention the information of the employer of that organization. 


Cover Letter Writing: After the CV cover letter is the most important way to let my future employer know about myself. In the cover letter, a job candidate mentions a short description of his/her achievements so that the employer chooses the CV and call for an interview(Borchardt, 2014). In this course, I have learned some tricks to make my cover letter more attractive. I mention some of my transferable skills in the cover letter. I mention about my leadership, communication, teamwork, technological skills. These skills will increase the possibility that the employer will call me for an interview. Besides, mention some technical of hard skills related to the job so that they feel that I am more suitable for the job than the others. 



[bookmark: _Toc35282006]Conclusion
Throughout the report, different skills are discussed and analyzed which are required to be successful in the academic and professional career. I this report I have discussed various skills I have developed throughout the course including communication, leadership, presentation, and CV writing skills. I have identified the points of the skills I have improved in this course along with the tools I have been using to improve those. Writing this reflective report a have got a better understanding of my skills and I can improve my skills more easily.
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Dear Sir/Madam,

My name is Hristina Deninska and it is with great enthusiasm that | submit my application for the
position of shop assistant at your shop. | find this opportunity very appealing, and | believe that my
commitment, previous relevant work experience and personal skills will make me a competitive
candidate for this position. Please find my enclosed CV in support of my application.

| am competent and experienced individual with friendly attitude and extensive relevant background
experience as a shop assistant in Bulgaria and Greece. | truly enjoy this job role and currently I'm
seeking a new work opportunity that will give me the chance to work with clients and continue my
personal and professional development further. | posses a diploma of a completed Secondary School
and completed GCSE exams - Secondary School, Bulgaria, Novi Pazar, as | am confident team
player. | have the experience to deal with difficult and challenging situations in a timely and
appropriate manner and | possess the confidence to communicate effectively with clients and co-
workers. Furthermore, | am multilingual (fluent in Bulgarian, Macedonian, Russian language and
Level 1 for English) and | can work closely with clients whose first language is not English. With a
great desire and passion for a job in a shop, | am extremely interested in this position because this job
role will give me the opportunity to work closely with colleges and clients, support their activities and
be a part of a growing business. To meet your requirements, | can bring an array of skills and abilities
to your organisation including, but not limited to extensive professional experience as a Shop
Assistant in Bulgaria, | possess a great motivation to take the next step in my professional
development currently I'm seeking new work opportunity that will give me the chance to learn and
continue developing my professional skills and career further.

Moreover, | have experience with various computer systems and | can provide quality administration
and clerical support. If you are seeking someone who can complete a range of tasks efficiently and
accurately, that is exactly what | am prepared to do.

As a fresh and enthusiastic candidate, | would welcome the opportunity to discuss with you how your
organisation can benefit from my skills and strengths. | look forward to hearing from you.

Kind regards, Hristina
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HRISTINA KRUMOVA DENINSKA
Phone: 07743553172 | Email: christinadeninska@gmail.com
Address: 36a Station Road,West Draiton, London UB77DD

Personal Profile

I'm a friendly, supportive and enthusiastic individual who has the confidence and passion for
work with clients as well as having excellent organisational and time management skills. I am
able to communicate effectively, manage high volume of workload in a calm and constructive
manner and build quality relationships with clients, co-workers and managers. I possess
extensive professional experience as a Shop Assistant in Bulgaria and Greece. I possess all
mandatory qualifications for NVQ Level 3 in Business from UK and currently I am studying
a course HE skills for the workplace with UWTSD. I possess a great motivation to take the
next step in my professional development currently I'm seeking new work opportunity that
will give me the chance to learn and continue developing my professional skills and career further
in London, UK

Key Skills

Excellent communication and organisational skills;

Ability to communicate effectively with clients, co-workers and managers;
Approachable and friendly personality;

Experience with computers and programs, Microsoft Office suite (Word, Excel,
Outlook, etc.), accounts software, Internet, email correspondence;
Excellent attention to details;

Extensive Customer Service skills;

Hard working person with I can — do attitude;

Self-motivated, able to work under pressure;

Good sense of humour, creativity and imagination;

Strong analytical and complex problem solving skills;

Multilingual — excellent level of English, Greek and Bulgarian languages

Education and Qualifications

e Diploma of completed Secondary School and completed GCSE exams - Secondary
School, Bulgaria, Novi Pazar, Bulgaria, 2005
e NVQ Level 3 Diploma in Business — London, 2017

Employment History

Shop assistant — fashion shop Must, Greece
(November 2011 - May 2016)

General responsibilities:
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o To deal directly with customers handle customer's requests.

e tosupport the Management Team in giving excellent customer service

e to be bright spark, comfortable dealing with customers face to face in a retail
environment.

« To communicate clearly and confidently with every body from the team and the
costumers

« To take on product knowledge quickly Advising customers on their purchases

e Ordering, managing and taking out stock

« Helping with promotions Overseeing deliveries

Warehouse operative team leader - Amazon Rugeley, London, UK
(June.2016 — ongoing)

General responsibilities
« Receiving goods

« Packing items

« Making audits

o Briefs with the colleagues
« Managing the shifts

Hobbies
e Gym
e Movies

e Family holidays

*Information on other background work experience is available upon request

References
e ——————

References are available upon request.




